ZITIE OF ASSIGHMEND

25X1 I. vital Becoxds 1.

’—6‘ 3
A H,J«_,,\-uﬁrhs (:f”
25X1

i 7’)!:/1)\4

mmmm
Bismm WI# nge (Xf ﬂ’l@ G8A Vital Records
B} BREEY , C p

2.
Vo3,

V k.

II. Records Control 1.

‘jar

{3

25X1 h,

Approved For Release 2005/11/21 "‘CIA-RD

Advised Chief, Meching Records Division that
the deposit of tapes for peyrolls is delinguent,

Approved Vital Records Deposit B&n&ﬂe ’
forr C1 Btaff. '

Approved revised Vital Records Deposit Schedule
for Persomnel Recrultoment and Denefits and
Services Division, Office of Personnel.

Approved an addition to OPQBX tf Security
Records Contyol Schedule providing for transfer
of regulatory meterial to the Records Center

Approved 8 revision in (BR Records Control
Schednle to transfer certain Maps to the
Records Center.

Approved revision in CI Recormds Control Schedule
to permit retivement and destruction of certain
recorids at the Records Center.

Provided for Records Cember to keep,temporarily,
1 cu. £%. of Bovmat records.

Approved revislon of two itess in FOD Records
Control Schedunle to transfer records to the
Cemrber.

Asslsted Audit Staff in destroylag some records
and transferving one box to the Center.

Approved change in dispomitlon instructlons for
m’o of certain Office of DDY records.
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TITLE OF 43510IDENT ABSIGIED 1O = BEATUS ARD RESULTS
II. Records Control b. Approved OCI request to change Records
Schedules (econtinued) Contral Schedule to provide for

destraction of 3 cu. £%. of records afier
five years rather tiwn indefinite retestion.

IIX. Yorzs Management 1. Completed 12 rew and 1k revised forms;
some priceipel ches desoribed below.

2. - Converted five unofficial IDP punched card
forms t0 Official Agmncy forms.

3. Completed srrangements for a new form to be
uaed to encoursge useiof the meunatic tube
systen.

k. Bevised Form 835, Appoinmtment Processing
Record, s0 that it can be used in elther
visthle or vertical files.

5. Revised Forw 2016, Document Requester
Information (DDP) to provide for change in
classification.

6. Developed with O/L & new form for the Supgly
Diviadon to ba wsed in integrating dats to the
AP Mpster Flle.

T. Demloped with Medicsl Staff a new form,
Form 2096 to be used in final evaluation on
Soubtful medical qualificstions.

8. In collmboration with O/S revised Form 1215
o meet current sceountability and yeport
mmxtmmmmasm

9. Revised Fora 341, Abstracting wWork Sheet,
with Industrial Register, (CR.

10. Developed with Comptroller's Office new Forn
wmmwmammmw 05X
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IIZ. Foros Maos % 11l. Revieed with Office of Personsel, Porm 202,
{continned Fleld Reassignment Guestiotmmire to be used

by Coreer Servies Board, Office of Assignment
and Office of Personnel in Pleuning next
assignment.

12. Revised ¥orm by, Abstract File 831ip
sod reduced coples from 8 4o 7, with
suvings of approximately $11.00.

|:| 1. Completed 11 pew and 13 revised forma;
scoe principel ones are deseribed below.

2, Inresfied an index csrd and two punched cards
for uee in the Security Records Division,,

AP project.

25X1 3. Desigoed an officisl Secrecy Fledge Form to
be nmed whan other Pedersl Agescy Representstives
bave access to our investigmtive files.

Iv. SBwrvey of (rganizetion, 1. The Birector of Commmications pro
Punctions and Procedures mwmmm,wmmmm
af Slgmel Center Arehives in the trunafer of the Dmetioms, personoel,
Branch, Comuo, eguipment, records sod Oie of the Signel

Centor to the Cahle Secretmriat effective
1 July 1953 a8 proposed in our survey.

Ve Reeardswmt 1. DInveutoried records of DR Staffs, DDR

Burvey, IR Reglstry sod Kiint programs. Drafts of
Records Comtrol Schedules prepered.

¥I. Flle Equipment and 1. Avrenged for TED to get four seetions of

Supplies shelving from saplus - Savings $350.

2. Approved reguisition from Comuws. for apecial
) folders.

3. Approved reguisition for special file folders
for (BR.
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VI. File Bouipment and
Supplies {conbimued}

25X1

VIX. Operation of Records
Center and Vital Records

Repository

_ASSTRED 70

k,

5.

6.

1.

8.

G.

1.

3.

STATUS AED RESULTS
Requivenent for special £ile cabinets
apmoved Do IR

Approved four requistitions for specisl
file equizemnt and file foiders for NPIC.

Beguisition for 4l special punched card
cabinetie approved for SR/OCR.
Ubteined Eardex eabinet for Comro. from
sarplus supply - seving $hhl.

Obtained 8 units of Saft-P-Stak file
trays from surplus forr FI Staff - saving
spproximetely $300

Approved x veguisition for Special Filse
Cabinet for 00T 4o house Charts end other
grophic material in a veult srea.

Recedved 111k cu. £%. end eliminated by transfer
or destruction 1271 ou. f%.

Army, Havy, Air Force and Stwte Depsrtment
for copies of the WIS and the tranafer of more

Seventeen Agency officisls visited the Records
Center, from OCI, OCR/BR, HID; OL and Commo.

B
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Respumed revision of Correspoudence Handbook;

firgt draft now being typed. Advieecd Mrs.
OIR, of what we are doing and obtained

g;p.&;f speclal training material developed

Referred request from RFIC; for
inforsation on 8 and
stenograghers to | OIR.

Completed fact finding. Report be
prepered. : g

Dxternal staff Clean up cumpaign elininated
4 eu. ft. of material by destruetion/

Six members of this staff and. 1¢ Agency
mmwwmmmmtmg
of the Ipter-Agency Records Administration
Conference at the Sationm) Archives.

I attended the monthly meeting of Pedsral
Records Officers at the Departmert of State.

ttended the monthly luncheon

meeting of Inter
. Agency Marsgement Analysis
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REW
DD/I 2 25,300
DD/P 4 21,000
DD/S 13 362,200
pcI (inc. Compt., &4 39,000
I1G, CabSec
DD/R, etc.$
23 4ly7,500

OBSOLETE: 2 Forms (56-26d, TO-9le)

REVISED TOTAL
2 6,000 L 89,000
6 282,000 10 303,000
12 59,300 25 k21,500
7 230,600 11 269,600
27 635,900 50 1,083,400
Agency forms 1833
0GA forms 188
Total 2021

Approved For Release 2005/11/21 : CIA-RDP70-00211R000500090008-8



